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Query a Position in the Hierarchy 
 
 
 
Navigate to the Position Hierarchy screen. 
 
The following attributes can be used to query a position in the hierarchy. 
 

 
 

 
 
 
The three most common queries used are Position Name-Position Control Number, 
Employee’s Name, and Office Symbol (Org). 
 
 
Position Control Number (PCN) 
 
Click in the “Position Name” field 
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The “CHRIS Position Flexfield” window appears.  Enter a unique Position Control 

Number and click the “OK”  button. 
 

 
 

Your search criteria populates on the “Find Positions” window.   
 

Click the “Find”  button on the “Find Positions” window, 
 

 
 

The “Position” section of the “Position Hierarchy” window populates with the 
position(s) that meet the PCN query criteria.   

 

 
 

NOTE:  There may be more than one position with the queried PCN.  You can use 
the up and down arrow keys on the keyboard to scroll through all the positions 
that meet the PCN search criteria (if more than one position with a given PCN). 
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Employee Name 
 
Click in the “Employee Name” field  
Enter the employee’s Last Name and press the Tab key on the keyboard.   
Select the appropriate employee from the List of Values (if there is more than one) and 

click the “OK”  button. 
 

 
 

The “Find Positions” window populates with the selected employee.  Click the “Find” 

 button. 
 

 
 

The employee’s position data appears in the Position Hierarchy screen, and if the 
employee is a Team Lead or Supervisor the list of subordinate positions are viewable. 

 

 
 

Note:  When querying by Employee Name, you will be viewing the position the 
employee is encumbering, not the obligated or detail position  
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Office Symbol (Org) 
 
Click in the “Office Symbol (Org)” field  
Enter the Office Symbol and press the “Tab” key on the keyboard. 

 

 
 

 
More than one value may appear for an Office Symbol based on your query (i.e., 
all Office Symbols beginning with “P”).  If so, the “Organizations” window opens. 

 
If more than one code appears, select the Office Symbol you want to query, and then 

click the “OK”   button 
 

 
 

 
The “Find Positions” window populates with the Office Symbol and Org Code [i.e., PB 

(APB)] in the “Office Symbol (Org)” field.  Click the “Find”  button on 
the “Find Positions” window. 
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The “Position” section of the “Position Hierarchy” window populates with the 
position(s) that meet the Office Symbol query criteria.   

 

 
 

NOTE:  There may be more than one position that meets your selection criteria.  
You can use the up and down arrow keys on the computer keyboard to scroll 
through all the positions that meet the Office Symbol search. 
 

To query another position, select the “Find”  icon.   
 

 
 
 
The “Find Positions” window will appear. 
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Moving Up and Down the Position Hierarchy 

 
Move up one level in the hierarchy 
 

To look at the position that a position reports to in the hierarchy, click the “Up”   
arrow. 

 

 
 

The “Position” area populates with the supervisor/team lead position.    
 

 

NOTE:  You can click the “Up” button until you get to the top of the 
hierarchy.  To get back to the subordinate position, use the scroll bar to the right of the 
Down arrows and find the Employee/Vacant position. 
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Move down one level in the hierarchy 
 
 

Click the “Down”  arrow in the Subordinates area. 
 

 
 
 
 
If the position is a supervisor or team lead, the “Position” area populates with the 
Supervisor’s position and “Subordinates” area populates with their subordinates. 
 

 
 
 


